JOB ANNOUNCEMENT
CIRCUIT COURT FOR GEORGE’'S COUNTY

Position Title: Administrative Assistant to Magistrate

Grade and Class Title: Grade 17, Administrative Aide Il

Annual Salary: $40,035 (Partial Grant-Funded)

Location: Family Division, Circuit Court for Prince George’s County, Upper Marlboro, Maryland

Typical Duties: The incumbent under the supervision of the Associate Director of Magistrates’ Support
Staff is responsible for performing a variety of advanced level administrative duties in family law matters
inclusive of Domestic, Child Support, Juvenile and Child in Need of Assistance (CINA) cases. Review
court documents daily in order to ensure adequate and timely processing of all cases; maintain inventory
control through court case tracking system; retrieve case status and location through the automated
information systems of the Court; track all aspects of the case docket entries, action taken, filings, and
parties involved; and review cases prior to sending them to the next destination with 100% accuracy.
Prepare and edit letters, memoranda, recommendations, Orders, narrative reports, and similar or related
material as required with 100% accuracy. As necessary, amend Proposed Orders from law hearings;
proofread Orders completed by Courtroom Clerks and places correspondence in court jacket for
presentation to the Magistrate. Work in conjunction with Calendar Management Office to obtain dates
for postponed cases or cases requiring additional time or testimony. Conduct Scheduling Conferences
as a Case Manager and maintain accurate records and reports as required. Greet, screen and interact
effectively with visitors to limit disruptions to the Magistrate. Maintain the Magistrate’s appointment
calendar, prepare and submit leave requests and timesheets indicating time dedicated to child support
cases. Perform additional duties and works on special projects as required.

MINIMUM QUALIFICATION REQUIREMENTS

Have an Associate’s degree in Business Administration or Secretarial Science and one (1) year of
secretarial/administrative experience which involved working with the public, office management and
operational details. Any equivalent combination of relevant training, education and experience will also
be accepted. Applicant must be proficient in typing and will be required to pass a typing, written,
performance and/or other tests. Have a broad comprehensive knowledge of the Family Division and its
operational requirements and be familiar with numerous court-related documents. Be able to
communicate effectively both orally and in writing. Have competent computer skills using Windows
Office. Ability to work independently and as part of a team, and exercise a high degree of judgment, tact,
diplomacy, and competence when dealing with others. Ability to speak Spanish is a plus. Applicants are
subject to background check. A completed Circuit Court for Prince George's County Application must
be submitted for this announcement. Applications can be obtained at address below.

CLOSING DATE: Applications must be submitted by 5:00 p.m. Eastern Standard Time (EST) on
October 20, 2015.

APPLY TO: Director of Human Resources, Court Administrative Office, Room M2407, Courthouse,
Upper Marlboro, MD 20772, Fax: (301) 952-4447/E-Mail: Humanresources@co.pg.md.us

ELIGIBILITY TO WORK: Under the Immigration Reform and Control Act of 1986, an employer is required to hire only U.S. citizens
and lawfully authorized alien workers. Applicants who are selected for employment will be required to show and verify authorization to
work in the United States.

Circuit Court for Prince George’s County is an Equal Opportunity Employer Committed to Diversity in the Workplace

Reasonable Accommodations upon Request.
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